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Acting Comptroller 
Chief, Technical Accounting Staff 

Visits to IS Field Stations 

1 - " 7 w * J c?T 9 . 

...... >:&?/?/ B 7 .s>f_j 

«.i a statiUe t* the WZ area were aafls, asrlng 
1. Visits to five fisM statiws » finance operations a® 

the period S3 H*y through ^ g ©tattoo* In the area* ^ eac ^ 

performed at both Class A w ^de of all finance activities 

fttatlon vl#tt*& & cwploto review . ntillaied In the stations 

performed. The detailed p^ced^^and were given particular 

for documenting and recording allotment control technics in effect. 

. - - — - 

this memorandum. 

2 , mj^tioeB 

a. Review at this station disclosed said one 

ties a« »U performed under t required to keep the 

assistant It appears that with the 

station records and report ^ „ additional finance 

VOX** of activity ******* £he view was expressed fey the Chief, 
smflsoree Shjuid employee In addition to the 

Finance Officer that a clerh typ * staff based upon 

present staff would provide an adequate finance year the 

present workload requirements . substantial amounts 

station has kk allotments and disburses very ««» 
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I Station 


R ** iW * tf 9tfttlon flaa oo® activities disclosed that the ree- 
»*>«* «• «U aatatalud and praparad and that <ort 

y° , t f* “* et ” a ** t " <* »“troU of cub food..* There 
T* 8 MW# however, no effort to maintain control over Obligation* 
prior to the a ctual expenditure of fnnds. This matter 
«M the subject of « rec ommendat ion to the etatlon tha t the nr ««« 

*uru prucrlbcd for Claa. S .tatlon. g£~ 

, *.*. 1 4 “J® 4 l b thl« co nnect Ion that pnotlcslly »lx dlc- 

e „ t ^ E p““3 aa 11 tl“t math tenues of the AUotunt 

f“ =)r ° f tiw aoU " aaatvalont 

9 ^^, however, in the present requirement that for reporting purposes 
iSeJSf atUiVei * at * 8hWm * t9 ° statue o 

pear^had^t^n^^f^^ <luart0r of t9s o^rent fiscal 

*“ “vor-ob^tJ « the SL 

Blvision. Thl * tt#JP 8901114 bw » «» attention of the Area 

? JJ 2 5 ® coc »»“ded by station personnel that the Allotment 
?f* 5 f O J - ,^ 0 *f r4 90 Provided by headquarters on a ruled for* in order 
to facilitate maintenance by Field stations. 



190 station has been following the practice of nreuarimr a 

‘'^L 33 - 57) *•«"« «°» Sw^nul. 

sssrsxr orisi “ i «— «*• -* *• 
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_ itation is now staffed with a Chief, Finance Officer and 

w© other finance employees. The finance activities were reviewed 
•Mjwre »« lag performed in a competent manner with proper records and 
**ti*faetozy control techniques over cash available and 
fund** The recent additional finance employee should enable 
toe finance operations to be performed currently at aH times based 
upon present workload requirements. 

T , otatien conforms mere nearly with the accounting procedure 

Ssited* ft4 It <> fi2 A, Ji f f any other station 

Visited, It finds the prescribed forms generally adequate for all pur. 

fjses, but made several recommendations as to detailed provisions. The 

station posts each individual disbursement document in its General 

R * cord * Allotment Control Record and be- 

* + . * 8 preferable to recapitulating disbursement documents 

(2> ? t T r * 00B f na ® W ruita « 8 ^ accounting forms, 

iff FJ^nting the General Journal on two sides, end {3} providing on 

*?®^} Ary Ud * er for ««P«rate columns for debits^credits, 
balances of indigenous currencies. 

_ ®* D i!. cu ® ,lo “ ^eloped relative to headquarterb intention con. 

2m to memorandum control accounts in eases where trans- 

S?®.® 1 *! 1011 of disbursements to projects. A question 
!?**••?? ta tb ® 9t wite-off, where transfers do not reflect 

21 ac 5 ttU i tlan and vhere the accountings of 

project are in terms of a fore ign currency. References were made 
m dispatches relative -■ ao|vg|mae 

li February 1956 ^■^■■Tend 29 May 1956 

5*“***f ifl/rtru^r 1956 dispatch « R5?|, 

■am mSt eontr ® 1 .ocountj hovenr. 

Jf? dat ® d 29 May 1956 did not include an answer on this point! 

Shis matter ehouM be the subject of further advice to the static. 


bv an • t * tlon at present maintained 

^ran employee recently transferred from headquarters who had no 

previous experience in finance work. The records were found to be 

^ “ d r * rU0Ma * 8004 uM.r.t.td^ Slri.c^b.d 

JJ® * tati ® a doe* not record obligations against allotments 

*a22j£l!L docuBoat8 •» Processed. This matter 
2 8B » 1 °2 ree maintaining the finance records and 

2 8 «??n tiie JfW*® 4 co «® a 't In a discussion with the Deputy Chief 
Of Station. The station does not receive allotments currently in 
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some eases sod operates against either no actual allotment or an 
insufficient allotment pending receipt of allotment advices from 
headquarters. It is reaommen&ed that this Batter have the attention 
of the Area Division. 


e. In the most recent audit report comment was made that ad- 
vances are not approved in or it lag before funds are disbursed. A 
simple form of request for advance was developed and provided to the 
employee oho maintains the finance records so that the necessary 
approval® may be obtained. In discussing this matter with the 
Beputy Chief of Station he expressed concern that this requirement 
may prove burd e n some and result in retarding operations in the absence 
Of the Chief of Station. Zt was indicated that approval authority can 
be d eleg a t ed in writing by the Chief of Station to the extent deemed 
appropriate and# if desired# a standing author iaat ion could be provided 
permitting advances within set limitations to specific officials or 
employees . 

4, A number of suggestions were made to improve and simplify the 
records as maintained at the station# including (l) the maintenance 
Of a continuous record of allotments and obligations for each allot- 
ment symbol instead of Initiating a new allotment control record each 
month# (2) the merging of numerous payments to the same individual on 
« Single disbursement voucher# and. (3) the use of an improved fora of 
subsidiary record of advances to provide a “balance* column. 


•> She station had been advised by- dispatch (So. dated 

9 January I956) not to record certain caeh receipts in its records. 
Sheas receipts represent a regular monthly contribution of 
from another activity. Tbas^fmd^are matched by the station every 
second month ami the sum of m is disbursed to acocapllsh an 
operational purpose* It is ^icoSaenaed that this Instruction to the 
station be rescinded as without exception all funds received should 
be recorded promptly in the cash records of the station. Prior to the 
receipt of the dispatch referenced above the station followed the 
practice of recording the subject funds in its records* 


25X1 A6c 
25X1 AQa 


25X1 AQa 


| st»tlon 


a. The finance records at this station were found to be generally 
well maintained. The employee assigned to this activity has a good 
unders tandin g of the requirements except that no effort Is made to 
record obligations in advance of the recording of the actual expendi- 
tures. Where most activities do not Involve the incurrence of obliga- 
tions prior to the expenditure of funds the importance of recognising 
obligations is minimized; however# for certain types of obligations 
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** those involving extended travel or purchases of substantial 
of *^f** nt ®u»?Ue«, the obligations should be recorded 

7**21* «*P*ndlture occurs. It vat recommen ded to the em ployee assigned 
Spaas# that the procedure prescribed f or class B 

stations be studied and applied. 

b. All finance transactions are recorded currently in the Cash 
journal and periodic cash counts are made, usually weekly, to assure 
ti»t funds are is balance with the records. At the end of each 

SSr E®*®* 1 ? "»**»•» «• pr«psred for blocking individual traneae- 
jisas by projects and aotirities to facilitate postings to the 
Summary Accounting and Allotment Control Record; at this point the 
vouc^r* are assigned sequence numbers which are then croas-rafereneed 
T® if. + f Jour ?f 1 a 1*> the individual transaetions. It was pointed 
m% that this awtthod of posting the Allotment Control Record fails to 

0f OT *^Ugation of allotments and it was reoom- 
tr? be posted for detailed transaetions at least 

ttM3 aHotnent balances my be over-obligated by current trans- 

f t ? 1 * *J atien m Procedure is in effect to provide approvals 
disb ursenente prior to the outlay of funds. The Indi- 
Titoal staff members work closely with the Chief and the employe# as- 
t0 »i»tain finance records as a aatter of precedent usually is 
sbie the authorities for disbursing funds. Whenever any 
wwml ejpenditures am required, the Chief so advises the employee 
JZftiJf *** flD *f c ® records or adequate documentation in 

*Wjr ■** to support the diaburse- 

wLiffr ?, ' 4 . , T® 4 •£ %h * tb® entire documentation of dis- 

bursement activities is referred to the Chief and he signs sach summary 
disbursement vouchor and the Summary Accounting, 

4. A suggestion was made by the employee assigned to maintain 
f® a0 ^® that the Disbursement Voucher fora provide a column 
^rshovtog Objeet clessificatiaas so that this identification can be 
Shorn on these vouchers instead of on the Summary Accounting in cases 
^sjthere are several Object classifications affected bylho samT 
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